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мΦ [ŜƎŀƭ ƛƴŦƻǊƳŀǘƛƻƴ 

 

 
Proprietary copyrights to this documentation and the software described hereto are vested in 
Asseco Data Systems S.AΦ ǿƛǘƘ ƛǘǎ ǎŜŀǘ ƛƴ DŘŀƵǎƪΣ ǳƭΦ Wŀƴŀ Ȋ Yƻƭƴŀ ммΦ ¢ƘŜ ŀōƻǾŜ ǊƛƎƘǘǎ ŀǊŜ 
protected by the Copyright and Related Rights Act (Journal of Laws No. 24, item 83 of February 
4, 1994, as amended). The following documentation is distributed under the granted license.  

нΦ LƴǘǊƻŘǳŎǘƛƻƴ 

 

The Certum  e-Delivery service enables the handling of registered electronic mail in accordance 
with the requirements of the Act of November 18, 2020, on electronic deliveries (Journal of Laws 
2020, item 2320). This manual presents the options offered within the Certum e-Delivery service, 
demonstrates the functionalities and features of the mailbox, and focuses on guiding the User 
through the processes of: sending consignment (in three modes: registered, registered with 
confirmation, registered with e-signature), receiving consignment (in three modes), extending 
the tariff plan, inviting a user or authorizing them within the User's mailbox. Each event in the 
mailbox triggers appropriate notifications, referred to as alerts. 

оΦ wŜǉǳƛǊŜƳŜƴǘǎ 

 

The Certum e-Delivery service is supported by a web browser. 

IMPORTANT INFORMATION! 

Supported browsers are: 

¶ Google Chrome 

Additionally, to generate one-time tokens used for logging in, it is necessary to have a mobile 
device with Android or iOS and the SimplySign application.  
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пΦ {ŜǊǾƛŎŜ ŀŎǘƛǾŀǘƛƻƴ 

 

Activating the service requires identity verification using one of three methods: 

¶ At a Partner Point ς through an in-person meeting. 

¶ With the mObywatel application or e-ID ς used to confirm your identity. 

¶ With a qualified electronic signature ς used to sign the application for mailbox creation 
(this method does not support one-time signatures). 

Upon successful identity verification, an account is created in the Certum e-Delivery service. After 
account creation, the necessary activation details are sent to the email address provided during 
identity verification. 

рΦ [ƻƎƎƛƴƎ ƛƴǘƻ ǘƘŜ {ŜǊǾƛŎŜ 

 

STEP 1: To log in to the service, go to the website: https://edoreczenia.certum.pl. After accessing 
the website, the login window will appear, where the User must enter their login (email) and 
password. It is also possible to switch the service language between Polish and English. After 
entering the correct username and password and clicking the ,,Continue" button, the next 
window will appear.  

https://edoreczenia.certum.pl/
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Figure 1: Logging into the Service ς Step 1: Entering Username and Password. 

STEP 2: In the next window, as shown below, the User must enter a one-time token (code) 
generated in the SimplySign mobile application. 
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Figure 1.1: Logging into the Service ς Step 2: Entering the One-Time Token 

 
STEP 3: After the User enters and confirms the correct token from the SimplySign mobile 
application, they will be logged into the Certum e-Delivery service. If the User has access to 
multiple mailboxes, a screen will appear where they must select the active mailbox. 
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Figure 1.2: Logging into the Service ς Step 3: Selecting the Mailbox 

 

Once the User has successfully logged into the mailbox, they will have access to the Panel, 
which allows them to manage the active mailbox. This is referred to as the Ϧaŀƛƴ tŀƴŜƭέ of the 
service. 

 
Figure 2: άaŀƛƴ tŀƴŜƭέ ƻŦ ǘƘŜ {ŜǊǾƛŎŜ. 
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The Main Panel of the Certum e-Delivery mailbox is divided into the following logical sections: 

1. Consignment List. 
2. Section for Changing the Active Mailbox. 
3. Consignment Management Section, including:  

1. Creating consignment; 
2. List of received consignment; 
3. List of sent consignment; 
4. List of draft consignment; 
5. List of deleted consignment. 

4. Tools Section, including:  
1. "Contacts"; 
2. "Mass consignment". 

5. A section showing the level of use of the box and the choice of tariff plan. 
6. Section with auxiliary buttons:  

1. άHelp"; 
2. ά/ƘŀƴƎŜ ƭŀƴƎǳŀƎŜέ ς refers to the language in which the Panel is displayed; 
3. ά{ŜǘǘƛƴƎǎ"; 
4. links to ,έhǘƘŜǊ /ŜǊǘǳƳ ǇǊƻŘǳŎǘǎέΤ 
5. ά¦ǎŜǊ". 

7. Consignment Finder. 

 

The numerical labels in the illustration correspond to the sections described above. 

 
Figure 3: Main Panel of the Service ς Section Breakdown 

 



 

Page 11 

/ƻǇȅǊƛƎƘǘ ϭ !ǎǎŜŎƻ 5ŀǘŀ {ȅǎǘŜƳǎ {Φ!Φ 

 
Copyright É Asseco Poland S.A. 

certum.pl  

infolinia@certum.pl 

Section 2, which allows switching the active mailbox, contains additional hidden options. When 
the User clicks on this section, a dropdown window appears with mailbox details and available 
options. They are: 

¶ mailbox information: name and status (active or inactive); 
¶ ADE number with a quick copy option; 
¶ mailbox owner details; 
¶ status of correspondence with public institutions (enabled or disabled); 
¶ number of received consignment, 
¶ άaŀƛƭōƻȄ {ŜǘǘƛƴƎǎέ ƻǇǘƛƻƴΤ 
¶ mailbox switch option; 
¶ logout option. 

 

 

Figure 4: Mailbox Management Panel. 

сΦ ά{ŜǘǘƛƴƎǎέ 

 

When selecting the "Settings" option, the User is redirected to the "Settings" Panel, which is 
divided into the following tabs: 

¶ άDŜƴŜǊŀƭέ; 
¶ άaŀƛƭōƻȄέΤ 
¶ ά¦ǎŜǊǎέΤ 
¶ άbƻǘƛŦƛŎŀǘƛƻƴǎέΤ 
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¶ άCƻƭŘŜǊǎέ; 
¶ ά[ŀōŜƭǎέ; 
¶ άwǳƭŜǎέ; 
¶ ά¢ŀǊƛŦŦ tƭŀƴέ; 
¶ ά!ōƻǳǘ aǇǇƭƛŎŀǘƛƻƴέ. 

 

The following presented screen that ǿƛƭƭ ǎƘƻǿ ǿƘŜƴ ǘƘŜ ƻǇǘƛƻƴ ΣέSettingsέ ƛǎ ǎŜƭŜŎǘŜŘΦ 

 
Figure 5: aŀƛƭōƻȄ ΣΣ{ŜǘǘƛƴƎǎέΦ 

 

сΦм άDŜƴŜǊŀƭέ ¢ŀō 

 

Lƴ ǘƘŜ άGeneral" tab, the following options are available: 

¶ changing the language in which the Panel is displayed ς currently, Polish and English are 
available; 

¶ information about the tariff plan assigned to the active mailbox; 
¶ enabling/disabling the option to confirm each action of opening external links. 

Below is the tab ,"General", which is the default tab when selecting the option ,"Settings". 
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Figure 6: Settings - άDŜƴŜǊŀƭέ ǘŀō. 

сΦн άaŀƛƭōƻȄέ ¢ŀō 

 

In the "Mailbox" tab, the following information about the currently selected mailbox is 
presented. The following can be found here: 

¶ mailbox name; 
¶ mailbox status information, e.g., active, mailbox being closed 
¶ mailbox owner details; 
¶ ADE address of the active mailbox (with an automatic copy address option); 
¶ information about any mailbox extension; 
¶ purchase history; 
¶ option to change the tariff plan; 
¶ type of tariff plan; 
¶ dates of the selected tariff plan duration; 
¶ historical data about the tariff plan usage; 
¶ data regarding mailbox usage. 

If the mailbox limit is exceeded, the User will receive the following notification: 
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Figure 7: Notification of reaching the mailbox limit. 

How to Change the tariff plan? 

To change the subscription to another one, select the "Change Subscription" option, which is 
located below the active mailbox usage details.  
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Figure 8: Settings - ϦaŀƛƭōƻȄέ ¢ŀō. 

If the current mailbox tariff plan is nearing its end, the User will receive a notification via email 
regarding the expiring plan and the date until the current plan is valid. 
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Figure 9: Notification regarding the expiring active mailbox plan. 

 

If the User does not take any action and does not purchase a new paid plan, the mailbox will 
switch to a free subscription. 

 

Figure 10: Notification of downgrading the mailbox subscription. 
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However, if the User decides to purchase a different tariff plan, selecting the "Change 

Subscription" option in "Settings" will redirect them to the Certum store page: 

https://sklep.certum.pl/e-doreczenia-certum-przedluzenie-lub-zmiana-planu.html . There, they 
can continue the process of purchasing a new plan for their mailbox. 

 

Figure 11: Process of purchasing a new mailbox tariff plan. 

If the User: 

¶ has a Free mailbox without the free package for sending mail to non-public entities and 
individuals 

OR 

¶ has a Standard or Premium mailbox but wants to purchase additional mail, 

They can do so via the following page: https://sklep.certum.pl/e-doreczenia-przesylki.html. 

 

Below is the process of purchasing a mail package. 

https://sklep.certum.pl/e-doreczenia-certum-przedluzenie-lub-zmiana-planu.html
https://sklep.certum.pl/e-doreczenia-przesylki.html
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Figure 12: Mail package purchase process.. 

6.2.1 "Purchase History" Section 

 

In this section, Users can find information about: 

¶ "PastPlans"; 
¶ "Present Plans"; 
¶ "Upcoming Plans." 

 

For each plan, details are provided regarding the service activation date, expiration date, and 
the tariff plan code. 

 

Figure 13: Settings ς "Mailbox" Tab ς "Purchase History" Section 
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This tab also allows expanding an additional settings panel by selecting "Mailbox Actions", It is 
located on the right side of the window view. To expand it, click on it. 

You can find options such as: 

¶ "Switch Name," 
¶ "Rename Name," 
¶ "Enable Correspondence with Public Institutions," 
¶ "Suspend Mailbox," 
¶ άaŀƛƭōƻȄ ¦ǎŀƎŜ wŜǇƻǊǘΣέ 
¶ άtǳǊŎƘŀǎŜ ŀ bŜǿ aŀƛƭōƻȄΣέ 
¶ "Close Mailbox." 

 

NOTE 

The ADE Owner role also has access to the "Close Mailbox" option. This allows Users to 
completely resign from the Certum e-Delivery service and PERMANENTLY close the selected 
mailbox.  
NOTE: This action is irreversible. Once closed, the mailbox cannot be restored. 
 
When the User selects this option, an email will be sent to the notification email address provided 
ƛƴ ǘƘŜ άSettingsΦέ ¢ƘŜ ŜƳŀƛƭ ǿƛƭƭ Ŏƻƴǘŀƛƴ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ ƛƴƛǘƛŀǘƛƻƴ ƻŦ ǘƘŜ ƳŀƛƭōƻȄ ŎƭƻǎǳǊŜ 
process, including the date when the User will completely lose access to the service. Additionally, 
another email will be sent with a link to download mail along with their proofs from the closing 
mailbox. The email will also specify the deadline for downloading the archived data.  

 

Below is an example of the email received by the User upon the initiation of the mailbox 
closure process. 
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Figure 14: Notification regarding the mailbox closure process. 

 

Once the archiving process of mail is completed, the User will receive the following email 
containing a link to the archived data: 
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Figure 15: Notification about the archiving of mail in the mailbox 
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Figure 16: Settings ς "Mailbox" Tab ς Option ς "Mailbox Actions" 

 

6.3 "Users" Tab 

 

This tab contains information about the person currently logged into the account on the active 
mailbox, an option for inviting and authorizing users, as well as the ability to manage individuals 
using the mailbox. 
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Figure 17: Settings ς "Users" Tab 

 

 

 

6.3.1 "Current User" Section 

 

In the "Current User" section, information is displayed regarding the role of the logged-in user 
and the email address through which they were invited to the active mailbox. 

 

Figure 18: Settings ς "Users" Tab ς "Current User" Section 
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6.3.2 "Invitations and Authorizations" Section 

 

This section displays information about individuals who have been invited under the "Users" 
section to manage the active mailbox. 

Users can withdraw an invitation or check how many days remain for its acceptance. 

 

Figure 19: Settings ς "Users" Tab ς "Invitations and Authorizations" Section. 

 

A detailed guide on inviting and authorizing users to manage the mailbox is provided in the 
"Invitations and Authorizations" section. 

 

6.3.3 "Users" Section 

 

This section provides options for inviting and authorizing other users to fulfill selected roles 
within the active mailbox. 

 

 

Figure 20: Settings ς "Users" Tab ς "Users" Section 
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6.4 "Notifications" Tab 

 

This tab allows users to add and remove channels through which notifications can be received. 
Notifications inform the user about events, updates, or necessary actions related to the mailbox. 

Currently, notifications can only be set up through: 

¶ e-mail address ς available in all plans, 
¶ notification phone number (1) ς availability depends on the selected plan, 
¶ notification phone number (2) ς availability depends on the selected plan. 

 
Figure 21: Settings ς "Notifications" Tab 
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6.4.1 άManner of NotificationΚέ Section 

 

In the "E-mail for notification"  field, users must enter the email address where all notifications 
regarding the selected active mailbox will be sent. 

 

Figure 22: Settings ς "Notifications" Tab ς "Notifications" Section 
" E-mail for notification" Field 

 

 

Figure 23: Settings ς "Notifications" Tab ς "Notifications" Section ς "Phone number for notification " Field. 

 

To receive notifications via phone, the number must be entered as a 9-digit sequence, without 
the country code (e.g., +48). To confirm the entered data, select the "checkmark" icon. To delete 
the saved data, select the "trash bin" icon. 

6.4.2 "  Which notifications are to be active?" Section 

 

This section categorizes notifications into three logical sub-tabs: 

¶ ά²ƘŜƴ I send"; 
¶ ά²ƘŜƴ I receive"; 
¶ άDƭƻōŀƭ". 
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Sub-tab ς "When I send" 

 

This section allows users to configure notifications related to sending mail. 

To adjust selected notifications, click the gear icon ς a window will appear, allowing you to 
enable/disable specific notifications. 

 

Figure 24: Settings - Tab - "Notifications" - Sub-tab - "When I Send". 

 

Some of them are default settings. They are set permanently and cannot be turned off. This is 
due to the regulations imposed on the e-Delivery service. 

¶ Default notifications - marked with a white background ς Figure 37:  Sub-tab - "When I 
Send" - checkbox - "Default Notifications".  

¶ Optional notifications - when enabled, are marked with a blue background ς Figure 38: 
Sub-tab - "When I Send" - checkbox - "Select Additional Notifications".  

¶  For each group, the number of enabled notifications and the total number of possible 
notifications for that group are displayed next to each notification channel. 

 

Available types of notifications related to sending consignment: 

¶ "Acceptance of package sending"; 
¶ "Rejection of package sending"; 
¶ "Issuance of Confirmation of Sending"; 
¶ "Issuance of Confirmation of Receipt"; 
¶ "Download evidence of Expiration of time to accept/reject package"; 
¶ "Download evidence of Package delivery"; 
¶ "Download evidence of Package delivery error". 
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Below are the notifications that are set by default: 

 
Figure 25: Settings - Tab - "Notifications" - Sub-tab - "When I Send"  - checkbox - "Default Notifications".  

 

Below are the notifications that have been additionally selected, in addition to the default 
settings: 

 

Figure 26: Settings - Tab - "Notifications" - Sub-tab - "When I Send" - checkbox - "Select Additional 
Notifications".  
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Sub-tab - "When I Receive"  

 

This section sets notifications related to receiving mail. To set the selected notifications, click 
the gear icon ς a window will appear allowing you to enable/disable specific notifications. 

 

Figure 27: Settings - Tab - "Notifications" - Sub-tab - "When I Receive".  

 

Some of them are default settings. They are set permanently and cannot be turned off. This is 
due to the regulations imposed on the e-Delivery service. 

¶ Default notifications - marked with a white background ς Figure 40: Sub-tab - "When I 
Receive" - checkbox - "Default Notifications". 

¶ Optional notifications - when enabled, are marked with a blue background ς Figure 41: 
Sub-tab - "When I Receive" - checkbox - "Select Additional Notifications".  

¶  For each group, the number of enabled notifications and the total number of possible 
notifications for that group are displayed next to each notification channel. 

 

The available types of notifications related to receiving mail are: 

¶ "Receipt acceptance required"; 
¶ "Acceptance of pre-delivery note"; 
¶ "Rejection of pre-delivery note"; 
¶ "Expiration of time to accept/reject package"; 
¶ "Remove package"; 
¶ "Notification of readiness of package receipt"; 
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¶ "Delivery of the package"; 
¶ "Package delivery error"; 

Below are the notifications that are set by default: 

 
Figure 28: Settings - Tab - "Notifications" - Sub-tab - "When I Receive" - Default notifications".  

Below are the notifications that have been additionally selected, in addition to the default 
settings: 

 

Figure 29: Settings - Tab - "Notifications" - Sub-tab - "When I Receive" - checkbox - "Select Additional 
Notifications".  
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άDƭƻōŀƭέ Sub-tab -  

 

This section sets the global notifications associated with the active mailbox. 

To set the selected notifications, click the gear icon ς a window will appear allowing you to 
enable/disable specific notifications. 

 

Figure 30: Settings - Tab - "Notifications" - Sub-tab - "Global." 

 

Some of them are default settings. They are set permanently and cannot be turned off. This is 
due to the regulations imposed on the e-Delivery service. 

¶ Default notifications - marked with a white background ς Figure 43: Sub-tab - "Global" - 
checkbox - "Default notifications." 

¶ Optional notifications - when enabled, are marked with a blue background ς Figure 44: 
Sub-tab -  "Global" - checkbox - "Select Additional Notifications." 

¶  For each group, the number of enabled notifications and the total number of possible 
notifications for that group are displayed next to each notification channel. 

 

There are possible types of global notifications for the mailbox: 

¶ άNotification email address changeάΤ 
¶ άNotification phone number changeάΤ 
¶ άNotify about change privilegeάΤ 
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¶ άNotification of completion of mail export"; 
¶ άNotify about consignments content exportedάΤ 
¶ άAuthorize userάΤ 
¶ άMailbox invitation expirationάΤ 
¶ άMailbox has been closedάΤ 
¶ άNotify about mailbox closure process beginningάΤ 
¶ άNotify about upcoming subscription expiryάΤ 
¶ άSubscription downgradeάΤ 
¶ άNotify about upcoming subscription downgradeάΤ 
¶ άNotify about mailbox name changeάΤ 
¶ άNotify about mailbox policy updatedάΤ 
¶ άThe 4 GB limit for the mailbox has been exceededάΤ 
¶ άThe 4 GB limit for the mailbox has been reachedάΤ 
¶ άNotify about suspend privilegeάΤ 
¶ άNotify about unsuspend privilegeάΦ 

 

Below are the notifications that are set by default: 

 
Figure 31: Settings - Tab - "Notifications" - Sub-tab - "Global"  - checkbox - "Default Notifications". 

 

Below are the notifications that have been additionally selected, in addition to the default 
settings: 
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Figure 32: Settings - Tab - "Notifications" - Sub-tab - "Global" - checkbox - "Select Additional Notifications". 

 

 

6.5 "Foldersέ ¢ŀōΦ 

 

STEP 1: In the άFolders" tab it is possible to manage additional folders. To create an additional 
folder by which to further segregate mail, select the option άAdd folderέ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ ŀōƻǾŜΦ 
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Figure 33: Settings - Folder creation - step 1. 

 

STEP 2: Enter the selected folder name. To create a new folder that will be visible in the folder 
list, select the option έAdd". 

 

Figure 33.1: Settings - Folder creation - step 2. 

 

STEP 3: At this point, the list shows the folder created in the earlier steps of the instruction. 
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Subsequent additional options are available for the created folder: 

¶ ǘƘŜ άRename folderέ ƻǇǘƛƻƴΤ 
¶ ǘƘŜ άSearchέ ƻǇǘƛƻƴΤ 
¶ ǘƘŜ άRemove folderέ ƻǇǘƛƻƴΦ 

 
Figure 33.2: Settings - Folder creation - step 3. 
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6.6 "Labelsέ ¢ŀōΦ 

 

STEP 1: In the "Labelsέ tab, you can create labels that are used to mark mail so that you can find 
ǘƘŜƳ ƳƻǊŜ Ŝŀǎƛƭȅ ƭŀǘŜǊΦ ¢ƻ ŀŘŘ ŀ ƴŜǿ ƭŀōŜƭΣ ǎŜƭŜŎǘ άAdd Label" . 

 
Figure 34: Settings - Label creation - step 1. 

 

STEP 2: In the next window, enter the name of the label to be created. You can also set its 
background color and text color. 

 
Figure 34.1: Settings - Label creation - step 2. 
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STEP 3: After entering the name of the label and defining the colors of the background and text, 
select the "Addέ ƻǇǘƛƻƴΦ The added label will appear on the labels list.  

 

Figure 34.2: Settings - Label creation - step 3. 

 

6.7 "Rulesέ ¢ŀōΦ 

 

STEP 1: In the "Rules" tab, you can see the active criteria based on which the mail will be sorted. 
To set active rules, you must first enter labels and/or folders. They are described in the sub-
chapter above. 
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Figure 35: Settings - Rule creation - step 1. 

 

STEP 2: To set the appropriate rules for mail, click on the three dots in the search bar and 
additional options will expand. Select the "Search consignmentέ ƻǇǘƛƻƴΦ  

 

Figure 36.1: Settings - Rule creation - step 2. 

 

STEP 3: Then in the upper right corner you will see the option "Create rule". Select it to open the 
rule wizard. 
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Figure 36.2: Settings - Create a rule - step 3. 

 

STEP 4: In the next step, you can select the bar "Add label" and choose a label from the expanded 
list. To expand the list, select the "ƭŀōŜƭΩǎέ ƛŎƻƴΦ 

 

Figure 36.3: Settings - Rule creation - step 4. 

 

STEP 5: Then you can select the bar "Place in folder" and choose a folder from the expanded list. 
To expand the list, select the "ŦƻƭŘŜǊΩǎέ ƛŎƻƴΦ 



 

Page 40 

/ƻǇȅǊƛƎƘǘ ϭ !ǎǎŜŎƻ 5ŀǘŀ {ȅǎǘŜƳǎ {Φ!Φ 

 
Copyright É Asseco Poland S.A. 

certum.pl  

infolinia@certum.pl 

 

Figure 36.4: Settings - Rule creation - step 5. 

 

STEP 6: To make a rule active, select the bar "Active rule" and in the field "Name the rule" select 
a name for the rule. After completing these steps, select "Save the rule". 

 

Figure 36.5: Settings - Rule creation - step 6a. 

 

In addition to being able to save the rule, there is also an option to run it immediately. Click the 
three vertical dots on the "Save the rule" button and select the "Save and run the rule (works 
backwards)" option. The rule will be saved and run. 
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Figure 36.5: Settings - Rule creation - step 6b. 

 

ATTENTION! 

A minimum of one of the following options must be selected for a rule to be saved and run:  

¶ add label, 
¶ place in folder, 
¶ mark as read. 

LŦ ǘƘŜ ¦ǎŜǊ ƴƻǿ ƎƻŜǎ ǘƻ άSettingsέ ŀƴŘ ǘƘŜ ǘŀō ϦRules," the rule created in the previous step will 
be shown. Next to the rule name, you can find the rule management panel.  

It includes options such as: 

¶ άTurn off rule"; 
¶ άExecute rule"; 
¶ άSettings"; 
¶ άDelete Rule." 
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Figure 37: Settings -  άwǳƭŜǎέ ¢ŀō - "Consignment wǳƭŜέ ƻǇǘƛƻƴ. 

 

 

 

6.8 "Tariff planέ ¢ŀōΦ 

 

This tab allows you to view information about the current tariff plan. Information such as the use 
of the available space limit and details of the selected plan are displayed. In addition, it is possible 
to go to the Certum store to change the selected tariff plan ς the button "Change plan" is used 
for this. After selecting this option, you are taken to the Certum Store, where the User can 
continue the further process of purchasing the service. 
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Figure 38: Settings - άTariff Planέ ¢ŀōΦ 

сΦф άAbout applicationέ ¢ŀōΦ 

 

Here you can find information on the current version of the application, as well as the regulations 
of the privacy policy and e-Delivery service. 
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Figure 39: Settings - "About applicationέ ¢ŀōΦ 

 

7. Ϧ¢ƻƻƭǎέ .ŀǊΦ 

 

The tools bar is located on the left side of the mailbox management panel. 

It is a sliding bar that includes options such as: 

¶ άContactsέΣ 
¶ "Mass consignmentέΦ 

 

Figure 40: ά¢ƻƻƭǎέ .ŀǊΦ 
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7.1 "Contacts" 

 

The "Contacts" option allows managing the User's address book. It is possible to add, delete and 
modify contacts. With this option, a search of the contact list is also available. 

The contacts are divided into categories: 

¶ άPublic institution"; 
¶ άInstitution or non-public company"; 
¶ άIndividual"; 

 

You can filter the contact list by contact type. 

 
Figure 41Υ άContactsΦέ 
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7.1.1 Adding a contact automatically 

 

STEP 1: ¢ƻ ŀŘŘ ŀ ƴŜǿ ŎƻƴǘŀŎǘ ǘƻ ǘƘŜ ŀŘŘǊŜǎǎ ōƻƻƪΣ ǎŜƭŜŎǘ άAdd contactΦέ ! ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊ 
where you should select the type of contact and enter its data. 

 
Figure 42Υ άAdding a contact automatically - Step 1Φέ 

 

STEP 2: LŦ ȅƻǳ ŀŘŘ ŀ ŎƻƴǘŀŎǘ ŦǊƻƳ ǘƘŜ άPublic institutionέ ƻǊ ϦInstitution or non-public companyέ 
category, it is possible to automatically retrieve the data of this institution from the Database of 
Electronic Addresses (BAE) based on its registration number (REGON or NIP). In order to 
automatically retrieve the data of the added contact, enter its registration number and press the 
"Search in online directory (BAE) ά ōǳǘǘƻƴΦ Lƴ ǘƘŜ ŎŀǎŜ ƻŦ ǘƘŜ ƎǊŀǇƘƛŎ ōŜƭƻǿΣ ǘƘŜ !59 ŀŘŘǊŜǎǎ ōȅ 
which the system searched for the right person was given. To have the searched address 
automatically added to your contact list, just click on it. 
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Figure 43.1Υ άAdding a contact automatically - Step 2Φέ 

 

STEP 3: If the action is successful, a message will appear in the upper right corner stating "Contact 
addedέ. The contact along with its retrieved data will be in the contact list. 

 

Figure 43.2: άAdding a contact automatically - Step 3Φέ 
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7.1.2 Adding a new contact manually 

 

To add a new contact to the address book, select άNew contactέ. A window will appear where 
you should select the type of contact and enter its data. 

If you select "Individual," you must provide the following data (asterisks indicate mandatory 
fields): 

¶ άElectronic Delivery Address (ADE)"* ; 
¶ ά/ƻƴǘŀŎǘ ƴŀƳŜέ*, 
¶ άNational Identification Number (PESEL)"; 
¶ άFirst name"* ; 
¶ άLast name"; 
¶ άStreet"; 
¶ άHouse number"; 
¶ άPremises number"; 
¶ άLocality"; 
¶ άPostal code"; 
¶ άPost office"; 
¶ άCountry"; 
¶ άVoivodeship"; 
¶ άE-mail address"; 
¶ άDescription". 

 

Below you can see the process of manually adding Individuals to contacts: 
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Figure 44: Adding a new contact manually - άLƴŘƛǾƛŘǳŀƭ". 

If you select an institution, you must provide the following data (asterisks indicate mandatory 
fields): 

¶ άElectronic Delivery Address (ADE)"* ; 
¶ άTaxpayer Identification Number (NIP)"; 
¶ άbŀƳŜϦ* ; 
¶ άStreet"; 
¶ άHouse number"; 
¶ άPremises number"; 
¶ άLocality"; 
¶ άPostal code"; 
¶ άPost office"; 
¶ άCountry"; 
¶ άVoivodeship"; 
¶ άE-mail address"; 
¶ άDescription". 

 

Below you can see the process of manually adding a "Public institution" to contacts: 
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Figure 45: Adding a new contact manually - άtǳōƭƛŎ ƛƴǎǘƛǘǳǘƛƻƴΦέ 

 

If you select a non-public institution, you must provide the following data (asterisks indicate 
mandatory fields): 

¶ άElectronic Delivery Address (ADE)"* ; 
¶ άTaxpayer Identification Number (NIP)"; 
¶ άName"* ; 
¶ άStreet"; 
¶ άHouse number"; 
¶ άPremises number"; 
¶ άLocality"; 
¶ άPostal code"; 
¶ άPost office"; 
¶ άCountry"; 
¶ άVoivodeship"; 
¶ άE-mail address"; 
¶ άDescription". 

 

.Ŝƭƻǿ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ Ƴŀƴǳŀƭƭȅ ŀŘŘƛƴƎ ŀ άInstitution or non-public companyέ ǘƻ 
contacts: 
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Figure 46Υ άAdding a new contact manually ς Non-public institution or  companyΦέ 

 

7.2 "Mass consignment" 

 

This folder contains mail sent to more than one recipient. 

Selecting a mass consignment takes you to the list of consignment sent within that mass 
consignment. The review and handling of individual consignment is the same as for a regular 
consignment sent. We treat each single consignment as a regular consignment. Mass 
consignment can be sent in three modes. Deleting one consignment sent as part of mass 
consignment does not delete the entire mass consignment ς only the deleted item is affected. 
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Figure 47: Tools - άMass consignmentέ 

 

8. !Ŏǘƛƻƴǎ ŦƻǊ ƘŀƴŘƭƛƴƎ ŎƻƴǎƛƎƴƳŜƴǘ 

 

8.1 Action I: Receipt of consignment 

 

STEP 1: To receive consignment, go to the "Inbox" folder and sort consignment accordingly. In 
this case, select the filter άAllέ ŀōƻǾŜ ǘƘŜ ƭƛǎǘ ƻŦ consignment. New consignment should be 
downloaded automatically. In addition, you can manually download new consignment with the 
ōǳǘǘƻƴ άSynchronize" symbolized by an arrow. The time of receipt is also recorded for each 
consignment. It is located to the right of the consignment line. 
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Figure 48: Receipt of consignment ς step 1. 

 

STEP 2: Unread consignment is displayed in bold. To filter the view so that only consignment not 
ȅŜǘ ǊŜŎŜƛǾŜŘ ŀǊŜ ǎƘƻǿƴΣ ǎŜƭŜŎǘ ǘƘŜ άUnreadέ ŦƛƭǘŜǊ ŀōƻǾŜ ǘƘŜ ƭƛǎǘ ƻŦ consignment. Below you can 
see a consignment that has not yet been received: 

 
Figure 49.1: Receipt of consignment ς step 2. 

 

STEP 3: To receive the consignment, you need to enter it. After this action, the consignment is 
no longer available in the "Unread" filter and goes to the "Read" mail. 
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Figure 49.2: Receipt of consignment ς step 3. 

 

To filter the view so that only consignment received so far are shown, select the άReadέ ŦƛƭǘŜǊ 
above the list of mail. IŜǊŜ ȅƻǳ Ŏŀƴ ŦƛƴŘ Ƴŀƛƭ ǿƛǘƘ ǘƘŜ ǘƛǘƭŜ άUnread consignmentΣέ ǿƘƛŎƘ ƛƴ ǘƘŜ 
earlier steps of the instructions was received. 

 
Figure 50: άwŜŀŘέ CƛƭǘŜǊΦ 

  
Lƴ ŀŘŘƛǘƛƻƴΣ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ ƭƛǎǘ ƻŦ Ƴŀƛƭ ǘƘŜǊŜ ƛǎ ŀ άShow deleted consignmentέ 
switch. It also allows you to view consignment that were previously deleted. 
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Figure 51: "Show deleted consignmentsέ ǎǿƛǘŎƘΦ 

 

Modes of received consignment 

 

Received consignment is divided into the following modes (types): 

¶ άRegisteredέΤ 
¶ άRegistered with confirmationέΤ 
¶ άRegistered with e ς signatureέΦ 

 

Depending on the type of consignment, the handling during collection varies. In the following 
sub-chapters, this issue is described in more detail. 

NOTE: 

Consignment with confirmation of receipt is not available to public recipients and senders.  

 

8.1.1 Receiving consignment - "Registeredέ ƳƻŘŜ 
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This is the simplest type of consignment. Receipt of such consignment consists only of entering 
it in the consignment list. Its content will be downloaded automatically from the server. This 
process is described in the "Send a consignmentέ Action sub-chapter of this manual. Below you 
can see the consignment being decrypted during the receiving process: 

 
Figure 52: Receipt of ,,Registeredέ consignment. 

 

8.1.2 Receiving consignment - "Registered with confirmationέ ƳƻŘŜ 

 

STEP 1: This is a type of consignment in which the recipient must confirm receipt. When you enter 
the selected consignment in the consignment list, you will be prompted to confirm receipt of the 
selected consignment. To do so, select "Open consignment".  
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Figure 53: wŜŎŜƛǇǘ ƻŦ ϦwŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ŎƻƴŦƛǊƳŀǘƛƻƴέ consignment - step 1. 

 

STEP 2: After confirmation of receipt, the contents of the consignment will be downloaded from 
the server. The consignment can also be rejected ς this option is described in more detail in the 
sub-chapter on rejecting consignment. 

 

Figure 54.1: wŜŎŜƛǇǘ ƻŦ ϦwŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ŎƻƴŦƛǊƳŀǘƛƻƴέ consignment - step 2. 

 

8.1.3 Rejecting consignment - "Registered with confirmationέ ƳƻŘŜΦ 
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STEP 1: If the User wants to reject the mail, then they must select the option "Reject the 
consignment and give a reason".

 

Figure 55: wŜƧŜŎǘƛƻƴ ƻŦ ϦwŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ŎƻƴŦƛǊƳŀǘƛƻƴέ consignment - step 1. 

 

STEP 2: After selecting the reason for rejection, confirm it with the option "Save". 

Reasons for possible rejection of the mail receipt, in this case, are: 

¶ "I refuse to accept this consignment"; 
¶ "The consignment address is incorrect"; 
¶ "Incorrect consignment address ". 

 

After selecting the reason for the rejection, the system will perform the rejection and generate 
the corresponding proof. 

The consignment can also be received ς this option is described in more detail in the sub-
chapter on consignment reception. 
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Figure 56.1: wŜƧŜŎǘƛƻƴ ƻŦ ϦwŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ŎƻƴŦƛǊƳŀǘƛƻƴέ consignment - step 2. 

STEP 3: The rejected consignment will contain information about the fact that it is rejected 
consignment, the date of the rejection action and the reason for rejection selected by the user 
will also be recorded. 

 

Figure 56.2: wŜƧŜŎǘƛƻƴ ƻŦ ϦwŜƎƛǎǘŜǊŜŘ ǿƛǘƘ ŎƻƴŦƛǊƳŀǘƛƻƴέ consignment - step 3. 

 

8.1.4 Receiving consignment - "Registered with e-signatureέ ƳƻŘŜ 
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STEP 1: This is a type of consignment in which the recipient must confirm receipt using an 
electronic signature. When you enter such consignment in the list of mail, you will be prompted 
to confirm receipt of this consignment. This should be done by selecting "Open consignment." 

 

Figure 57: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 1. 

 

STEP 2: After selecting the option to open the consignment, you are redirected to the next 
window. Once the confirmation of receipt process begins, the electronic signature process will 
begin. Once the electronic signature is performed, the contents of the mail will be downloaded 
from the server. 

The consignment can also be rejected ς in this case, this decision must also be confirmed with an 
electronic signature. This option is described in more detail in the subsection on rejecting 
consignment. 

After clicking the "Open consignmentέ ōǳǘǘƻƴΣ ŀ ǿƛƴŘƻǿ ǿƛƭƭ ŀǇǇŜŀǊ ǘƘŀǘ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎŜƭŜŎǘ ǘƘŜ 
medium on which the User's qualified certificate is contained. 

Currently, it is possible to select signature media, such as: 

¶ άSimplySign"; 
¶ άLocal signature"; 
¶ άI do not have a signatureέ. 
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Figure 58.1: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 2. 

STEP 3: Depending on the choice of signature medium, the User will be redirected to the 
appropriate process for signing documents. 

 

Figure 58.2: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 3. 

 

STEP 4: After selecting it, a page will appear with a statement that the User will have to sign. To 
start the signing process, select the "Sign" option in the upper right corner of the page. 
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Figure 58.3: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 4. 

STEP 5: To sign the document it is necessary to log in to your SimplySign account. 

 

Figure 58.4: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 5. 

  
STEP 6: To log in to the SimplySign signing service, you will need to enter your application login 
credentials. It is necessary to enter the e-mail address and token from SimplySign application. 
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Figure 58.5: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 6. 

  
STEP 7: After logging into SimplySign, it will be possible to select the User's certificate. 

 
Figure 58.6: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 7. 

 

 
STEP 8: !ŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ¦ǎŜǊΩǎ ŎŜǊǘƛŦƛŎŀǘŜΣ ŜƴǘŜǊƛƴƎ ŀ ǾŀƭƛŘ tLb ŀƴŘ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ϦSign"  option, 
the declaration will be signed. 
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Figure 58.7: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 8. 

 

STEP 9: Another option available on this screen is the option to download the document. To do 
this, select the "Download document" option in the top right of the window. 

The following options will then be displayed: 

¶ άDownload documentέ - in this case only XML information about the mail will be 
downloaded, 

¶ άDownload with proof"- in this case, XML information about the mail and a qualified 
validation report will be downloaded. 

When you select "Close", you will return to the list of mail and you will see the mail you have just 
accepted. 
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Figure 58.8: Acceptance of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 9. 

8.1.5 Rejecting consignment - "Registered with e - signatureέ mode. 

 

STEP 1: This is a type of consignment in which the recipient must confirm receipt using an 
electronic signature. When you enter such mail in the list of consignment, you will be prompted 
to confirm receipt of this consignment. If the User wants to reject the consignment with stating 
a reason, then they should select the option " Reject the consignment and give a reason ". 

 

Figure 59: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 1. 
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STEP 2: After selecting the option to reject the consignment, you are redirected to the next 
window. 

The available options for the reason for refusal of receipt are: 

¶ "I refuse to accept this consignment"; 

¶ "The consignment address is incorrect"; 

¶ "Incorrect consignment address ". 

 

Figure 60.1: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 2. 

 

STEP 3: After going through the step of providing a reason for rejection, the electronic signature 
process will begin. Once the electronic signature is performed, the contents of the consignment 
will be downloaded from the server. 

The consignment can also be received - in this case, this action must also be confirmed with an 
electronic signature. 

Currently, it is possible to select signature media, such as: 

¶ ά{ƛƳǇƭȅ{ƛƎƴϦΤ 

¶ ά[ƻŎŀƭ ǎƛƎƴŀǘǳǊŜϦΤ 

¶ άL Řƻ ƴƻǘ ƘŀǾŜ ŀ ǎƛƎƴŀǘǳǊŜέΦ 
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Figure 60.2: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 3. 

 

STEP 4: Depending on the choice of signature medium, the User will be redirected to the 
appropriate process for signing documents. 

 

Figure 60.3: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 4. 

 

STEP 5: After selecting it, a page will appear with a statement that the User will have to sign.  
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Figure 60.4: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 5. 

  
STEP 6: To sign the document, select the option "Sign" in the upper right corner of the page. A 
window for logging into the SimplySign service will appear. After logging in, the User can use their 
certificate and sign the document. 

 

Figure 60.5: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 6. 

  
STEP 7: After a successful signing of the document, a message will appear that the document has 
been signed. You can then close the signature process window and return to the active mailbox.  
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Figure 60.6: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 7. 

 

STEP 8: Another option available on this screen is the option to download the document. To do 
this, select the "Download document" option in the top right of the window. 

The following options will then be displayed: 

¶ άDownload documentέ - in this case only XML information about the mail will be 
downloaded, 

¶ άDownload with proof"- in this case, XML information about the mail and a qualified 
validation report will be downloaded. 

The rejected consignment will contain information about the fact that it is rejected consignment, 
the date of the rejection action and the reason for rejection selected by the user will also be 
recorded. 
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Figure 60.7: Rejection of "Registered with e - ǎƛƎƴŀǘǳǊŜέ consignment - step 8. 

 

8.1.6 Activities related to the received consignment 

 

For a consignment ǘƘŀǘ ƛǎ ƛƴ ǘƘŜ άInboxέ ŦƻƭŘŜǊΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴǎ ŀǊŜ ŀǾŀƛƭŀōƭŜΥ 

¶ άaŀǊƪ ŀǎ ǳƴǊŜŀŘ"; 
¶ άaŀǊƪ ŀǎ ǊŜŀŘ"; 
¶ "Accept consignment"; 
¶ "Reject consignment"; 
¶ ά!ŘŘ ƻǊ ǊŜƳƻǾŜ ƭŀōŜƭǎ"; 
¶ άaƻǾŜ ǘƻ ŦƻƭŘŜǊ"; 
¶ άtǊƛƴǘ"; 
¶ άwŜƳƻǾŜ ŎƻƴǘŜƴǘ". 

 

ATTENTION! 

Accept consignment ς the option appears in the menu when there are uncollected consignment 
on the list that require confirmation of receipt or electronic signature. Reject consignment ς the 
option appears in the menu when there are uncollected consignment on the list that require a 
receipt or electronic signature.  

 






































































































































